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Dear All, 

I have attached for you a copy of the project plan as It stands. When we meet on Monday I would like to discuss 
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Regards Michael 
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1. General 

1.1 Purpose 

The project management plan is the principal tool, which shall be utilised by 
the project team in the planning, management and control of the project. It 
forms the agreed baseline against which the project shall be monitored by the 
Hay management team and the steering group. The plan defines the 
requirements of the project, the list of deliverables, the execution strategy, 
and the agreed controls that shall be administered by the project manager. 

The plan has been developed from the Business plan which has been 
presented to the steering group. This project plan seeks to provide an 
operational focus to the start up phase of TransformingLearning.com. 

1.2 Responsibilities for tlie [Management Pian 

The project manager is responsible for the production, amendment and issue 
of the project plan. 

2. Background 

HayMcBer has built up a dominant position as the provider of genuinely 

transformational solutions in the education market. LPSH has set a global 
standard for leadership interventions and our ground-breaking research for 
the DfEE into Headteacher and Teacher effectiveness has established us at 
the forefront of educational innovation. Our brand stands for quality, 
practicality and innovation; and soon we hope to be recognised throughout 
the education community. The English Primary and Secondary Education 
market represents an immediate and substantial opportunity forHayMcBer. 

Hay UK has set an ambitious agenda for growth and established a vision for 
2004. This vision goes beyond exploiting existing business opportunities to 
taking bold entrepreneurial action to produce dramatic returns on the back of 
our core organisational competencies. The challenge now is making that 
vision a reality. Bold, symbolic steps taken in the short term will demonstrate 
commitment to the vision and ensure that individuals are not demotivated or 
disillusioned. 

TransformingLearning.com is such a step, one which can energise the wider 
organisation and show that the 2004 agenda is not only realistic but being 
aggressively realised. 

The aim of TransformingLearning.com (TLc) is to transform British schools by 
supporting Heads, teachers and pupils themselves in engendering leadership 
at all levels throughout the school and achieving dramatic and sustainable 
change in pupil progress. 
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3. Business Need 

The business need for TLc is described in more detail within the business 
plan. Within the context of the start up phase the project must satisfy the 
needs of two aligned customers. The primary customer is Hay Management 
Consultants Ltd. The business will need to see the development of a viable, 
functioning business division within Hay UK. The division will have managed 
successfully the start up phase including a sufficient order book to satisfy the 
business plan. 

The secondary customer is English schools sector. Their need in the start up 
period will be met if they recognise the value offered by the TLc product and 
services to their educational institutions. 

4. Objectives 

This project plan has been developed to construct a fully functioning internet 
based school transformation offering. This will consist of 

• Self and other-completed diagnostics 

• Context exploration process 

• Interactive personalised feedback on findings 

• Targeted development advice integrating all sources of data 

• Support in action-planning and following through 

• On-going record of feedback and development advice 

4.1 Deliverables 

The key deliverables of the project can be sub divided into five areas which 
will allow the project team to successfully deliver the project objective 

1 . Application design 

2. Application development 

3. Client documentation 

4. Agreed business construct 

5. Sales & marketing plan 

A further breakdown of the key deliverables is given in section 5.1 . 

4.2 Assumptions 

The following assumptions have been made in the production of this project 
plan: 

Hay Management has agreed to the development of TLc through the 
acceptance of the overall business plan. 
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Sufficient resources and funding will be allocated to the start up in line with 
the forecasts given within the business plan. 

4.3 Constraints 

The major constraints on the project are timescale and effective 
communication and decision making. The start up phase of the business 
opportunity is critical to the success of the business overall. 

There is a need to deliver the project to the tight timescales described within 
this project plan, to this end aciiieving the project timescales is critical. 

With the number of stakeholders who will need to be involved within the 
project it is important that effective communication and decision making 
protocols are established. 

Other technical constraints such as the capability of in school hardware are 
discussed within the risks section of this plan. 

4.4 Scope of Work 

The project will involve a team of consultants within Hay. The project will have 
an impact on the education sector business within the UK. After the start up 
phase of the project the scope of the business may expand into other sectors. 

4.5 Timescale and Cost 

The project team began to be constructed in April 2000. The start up period to 
which this project plan relates has already commenced. It is scheduled for 
completion by the end of January. A detailed programme is included in 
section 5. 

The total project budget is £ (see section 5.5 & Annex B) sub divided into £ of 
project team costs and of external costs predominantly external development 
consultants. 

4.6 Success Criteria 

The start up period will be seen as a success if the deliverables are achieved 
within the accepted timescales and the business order book meets the first 
quarter sales targets. 
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5. PROJECT EXECUTION STRATEGY AND PLANS 

The project execution strategy and plans have been sub-divided into: 

5.1 Work Breakdown Structure (WBS) 

5.2 Programme 

5.3 Project Budget 

5.4 Resource Plan 

5.5 Deliverables Chart 

This commences with the WBS, which is shown on the next page. 
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5.2 Programme 



The programme for the project has been developed from the Work 
Breakdown Structure on the previous page. The schedule has been produced 
in the form of a Gantt Chart on MS Project 98, project management software 
tool. The programme has been taken to level 4 milestones to ensure that the 
resource and cost plans can be developed. The schedule forms Annex A of 
this plan. 

5.3 Project Budget 

An outline budget is detailed below. The build up of the budget is shown in 

Annex B. 



Element 


Total Budget 


Project Team 




Product Development Costs 




Sales & Marketing 




Legal & Professional fees 




Transport & Travel 




Recruitment 




Miscellaneous 




TOTAL 





5.4 Resource Plan 

The resource plan for this project divides into two types, internal and external. 
The first is resources from within Hay UK. External resources will also be 
required to undertake specific project tasks. 

The core project team will consist of the following: 

Project Sponsor Frank Hartle 

Project Director Fionnuala O'Conor 

Project Manager Michael Von der Geest 

Project Seceratary Debbie Warren 

Application Design Package Manager Catherine Nisbet 
Application Development Package Manager Steve Lams 

Client Information Package Manger Beccy Wallace 

Sales & Marketing Russell Hobby 

5.5 Deliverables Chart 

The Deliverables chart for this project is contained at Annex C of this plan. It 
will be the primary document used in progress reporting. 
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6.1 Roles and Responsibilities 

The roles and responsibilities of the project groups and project team 
members are described below. 

6.1 .1 Transforming Learning .com Steering Group 

The steering group will meet at monthly intervals throughout the project and 
will review the overall strategy of the project. They will review the overall 
project progress and discuss individual package issues as necessary. . It will 
act as the primary control group for the project (see section 7 Project Control 
Cycle). The steering group will also provide the forum for requests for 
changes or additional information from the project manager. The steering 
group will consist of the following members: 

6.1.2 TLc Core Project Team 

The Core Project Teams' roles are described below: 
Project Sponsor 

• Primary interface with Hay Executive groups 

• Coach to Project Director 

• Authorisation of the project management plan 

• Ultimate accountability for project budget 

Project Director 

• Reporting on project progress to the steering group 

• Allocation and control/monitoring of Project Budget 

• Overview of project progress 

• Authorisation of the project management plan 

Project Manager 

The project manager is responsible for the successful execution of the project 
in particular: 

• Ensuring a viable project management plan is produced, maintained and 
achieved 

• Reporting on the financial and technical progress of the project at intervals 

specified in the project management plan 

• Ensuring effective communication on the project 

• Managing the resources allocated to the project 

• Managing the project risks and raising any difficulties outside the project 
scope to the project director or steering group 

• The project manager will be accountable to the steering group 
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Package Manger 

• Full responsibility for the successful delivery of the assigned package 
within the project. 

• Responsibility for overall knowledge of the package 

• To ensure that all key dates within the project programme are identified 
and achieved 

• Co-ordination of all meetings with key individuals on the package 

• Involvement of others from the project team as and when necessary 

• Reporting at two weekly project meetings 

• Providing package reports to the project manager for project meetings 

• Ensuring that all areas of concern with the package are highlighted to the 
project team 

• Providing assistance/attending meetings as and when requested by other 
package managers 

• Liaison with business coach allocated to support package manager 
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7. PROJECT CONTROL AND ADMINISTRATION SYSTEMS 

7.1 Project Management Plan Review 

The project management plan will be peer reviewed initially, and then quality 
assured and signed by Flonnuaia O'Conor and Frank Hartle. 

Records of these reviews and sign ups will be recorded in the Project Tic 
Start Up Filing System (file ref. ), and any changes recorded on the Record of 
Changes on page li of this plan. 

7.2 Progress Reporting 

The core project team will review project progress at two weekly intervals 
through the review of the project progress report. Each package manager will 
produce a report for the project meeting. Production and distribution of project 
reports will be the responsibility of the package manager. A sample report is 
attached in Annex D. The report will review progress against the following: 

• Package progress 

• Deliverable review 

• Financial review 

• Areas of concern 

At monthly intervals the steering group will meet to review overall project 

progress. The project manager will be responsible for producing an overall 
project report. The report will follow the format of the project team meetings. 

The monthly timetable for progress reporting will be as follows: 

Tuesday Project team meeting, presentation of package 

managers reports to Project Manager 

Friday Presentation of progress report to steering group 

by Project Manager & Project Director 

7.3 Financial Control 

The steering group will compare project costs and forecasts with the initial 
budget at monthly intervals (see Annex B). Any changes to budget will be 
agreed by the group and recorded in the meeting minutes. The changes will 
be recorded in the project management plan and updated financial 
statements. 

7.4 Reporting Problems and Change Control 

All problems relating to the project, identified by any internal or external 
source will be analysed and subjected to corrective action as appropriate. Any 
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changes to the deliverables or programme will be discussed by the steering 
group and recorded in the meeting minutes, if defined as significant these 
changes will result in the change and re-issue of the Project Management 
Plan. 

If the steering group agrees minor changes then updated programmes will be 
issued and attached to the project management plan. 

7.5 Validation of Project Deliveries 

Validation of application solutions and management processes produced 
within the scope of this project will be subject to confirmation. The mechanism 
for validation is a formal review and sign off. This will take place for all main 
deliverables stated in section 5.5 Deliverables Chart. The Project Sponsor 
and Project Director will undertake the review and sign off. The sign off will be 
recorded on a standard project review pro-forma (see Annex E). 

At the conclusion of the project a formal project review will be held attended 
by the project team and steering group. At this review all tasks on the work 
breakdown structure will be signed off. This will record the successful 
conclusion of the project. 

7.6 Project Quality Requirements 

The importance of adequate quality management during the execution of this 
project has been recognised throughout the project management plan. In 
addition the specific issue of quality records is addressed below. 

The following records will be maintained in hard copy format by the project 
manager under file reference: 

• Project Management plan, plus supporting documents 

• Project Management plan Review 

• Agreed changes to the document 

• Validation review records 

• Observation/problem and corrective action report 

7.7 Filing Systems 

The paper and electronic filing system, which has been initiated for this 
project is controlled and owned by the project manager. The filing list may be 
found at Annex F. 
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9. ANNEX A Project Programme 
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10. ANNEX B Project Budget 
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11. Annex C Deliverables Chart 
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12. Annex D Progress Report 
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13. Annex E Project Review 
Standard Project Review Proforma 



PROJECT: 


Project Tic Start Up 


PRO icpT MAKIArtPR- 




DATE: 




rroauci 10 DO signou oTr: 




Deliverable linked to: 
(refer to WBS) 




Description of Product 




SIGNATORIES 




Project Manager 




Project Director 




Project Sponsor 




File Ref: 
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14. Annex F - Project Arsenal Filing List 



File No. 


File Descriptor 
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